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DAS Introduces Online Solicitation Document Upload 
  
 As an initial step toward online bidding, the 

Connecticut Department of Administrative 
Services (DAS) is streamlining our Bid and RFP 
process to allow vendors to submit their 
Solicitation Documents and Price Schedules online. 

  

“Since day one, we have been talking 

about reforming how Connecticut does 

business—using technology and 

innovative new processes to save staff 

time and taxpayer dollars is critical to 

that effort…” 

              Governor Dannel P. Malloy 

                     Rather than submitting paper solicitation 
responses, vendors simply respond by retrieving 
and uploading their documents through their 
BizNet account. Once completed and uploaded, 
the Solicitation response is submitted 
electronically to DAS Procurement for review and 
consideration for a contract award. 
 
The resulting increased efficiencies in the State’s 
procurement process will ultimately benefit both 
the vendor community and state agencies and 
municipalities. 

  
 This instructional document will guide the user 

through the processes of creating an account with 
BizNet, uploading solicitation documents and 
preparing and submitting Price Schedules online. 

  
  
  
  

 Contents:  

   

 High-Level Process Overview  

   

 Creating a BizNet Account  

   

 How To Upload Solicitation Documents  

   

 Creating and Submitting a Price Schedule Online 

  

 Submitting Your Solicitation Response 
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High-Level Process Overview 
  
For vendors accustomed to the traditional method of 
completing and submitting Bid or RFP solicitation 
responses in hard copy, online document submittal will 
require a few changes to how you respond to solicitations.  

 

  
Rather than delivering your response in hard copy to DAS, 
all documents will be submitted online prior to bid 
opening.  

 

  
In addition to the documents associated with individual 
solicitations, all affidavits and non-discrimination 
disclosures are now uploaded and maintained by the 
vendor in their BizNet account. These documents are 
renewed annually or upon any material change. 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

High-Level Process Overview 

 
 

 
 

 
 

 
 

If affidavits are already uploaded 

If already logged in to BizNet Link to 

populate 

Online 

Price 

Schedule. 

Search for Bid or RFP 

Solicitation from State 

Contracting Portal 

Complete 

Price 

Schedule 

documents. 

 

Populate Online 

Price Schedule? 

Login to BizNet and 

locate solicitation. 

Yes No 

Download required 

solicitation documents 

and complete response. 

Save and/or Scan all 

required solicitation 

response documents, 

including any other docs 

to your computer. 

Click link in Bidder 

Notification e-mail. 

Login to BizNet  

(navigates to solicitation 

automatically). 

Upload all required 

Affidavits and Non-

Discrimination 

Disclosures (this is done 

annually, or upon 

material change). 

Your Bid or RFP is 

now submitted.  

Upload all required 

solicitation response 

documents, including 

any other docs to the 

appropriate folders. 

Click Submit. 

Search for Bid or RFP 

Solicitation from your 

BizNet Account 

Login to BizNet and 

enter solicitation 

number. 

You will receive 

a Confirmation 

Email.  

 

http://das.ct.gov/cr1.aspx?page=12
http://das.ct.gov/cr1.aspx?page=12
https://www.biznet.ct.gov/AccountMaint/Login.aspx
https://www.biznet.ct.gov/AccountMaint/Login.aspx
https://www.biznet.ct.gov/AccountMaint/Login.aspx
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Step 1: 
 
From the DAS homepage 
(http://das.ct.gov/mp1.aspx?page=9) 
click the second link, Doing Business 
with the State of Connecticut. 
 

  
  
  

 
 
 
 
 
 
 
 
 
 
Step 2: 
 
In the right margin click

 

 

 
 
 

 
 

 
 

  
 
 
 
 
 
 
 
 
 
 

  

How Do I Create A BizNet Account? 

http://das.ct.gov/mp1.aspx?page=9
http://das.ct.gov/cr1.aspx?page=12
http://das.ct.gov/cr1.aspx?page=12
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Step 3: 
 
Click the Create New Account 
button.  
 

  
 
 
 
 

 

 

 
 
 

 
 
 
Step 4: 
 
Enter your Name, e-mail Address and 
a Password in the fields provided. 
 

 

 

 

 Tip:  Make a note of the e-
mail Address and Password you use 
to create the account for future 
reference. 
 
 
 

 
 
 
 
 
 

 

 

How Do I Create A BizNet Account? 
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Step 5: 
 
Follow the directions to retrieve the 
Activation e-mail. 
 
 
 

 

 

 

 Tip:  This auto-generated e-
mail contains an active link, and may 
be intercepted by some spam filters. 
 
 
 
 
 
 
 
 
Step 6: 
 
Click the link in the e-mail to activate 
your BizNet Account. 
 
Your BizNet Account is now active, 
and you may return to the BizNet 
login page. 

 

 
 

 

 

 

 

 

How Do I Create A BizNet Account? 
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 The following instructions will guide you through the process of 
Uploading Solicitation Documents to DAS. 

   
Step 1: 
 
Click the Upload Solicitation 
Documents button: 
 

 
 
 

 

 
   
Step 2: 
 
Enter the Solicitation 
Number and click the Find 
Solicitation button. 
 

 

 

 

 

Your Solicitation Response must be completed and submitted by the solicitation closing date and 

time. Please ALLOW SUFFICIENT TIME to complete the process and to upload all documents. 

How Do I Upload Solicitation Documents? 
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Step 3: 
 
The document page for that 
solicitation will open, 
indicating the available 
documents for upload and 
those already uploaded (if 
any). 
 
  
 
 
Click the Get Document link 
to open the first document. 
When the document opens: 
 

A. Complete the 
Fillable Fields of the 
PDF document. 

B. If a signature is 
required, Print the 
document. 
Otherwise, Save the 
document to your 
computer. 

C. Sign and notarize if 
necessary. 

D. Scan the document 
to your computer, 
naming and saving it 
so that it may be 
easily located for 
upload. 

E. Repeat this process 
for each document. 

 

 
 
 
 
 
 
 

 Tip: Scan each 
document individually and 
save as a separate file, as 
that is how it will be 
uploaded. 
 
Before uploading, confirm 
that the document has been 
correctly scanned and 
contains the required 
content. 

 

Solicitation Documents 

Click  
Get Document  to 
open 

Complete the document 

by typing in the Text 

Field 

Signature 

Required? 

No Yes 

Save document to 

an easily-located 

folder on computer 

Print, Sign 

and Scan 

document 

to computer  

How Do I Upload Solicitation Documents? 
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Step 4: 
 
 
 
Click the Upload link. 
 

 

 

 Tip: Remember, for all 
documents requiring 
signature: Print, Sign 
(notarize if required), Scan 
and Save before uploading. 

 
 
 

 Tip: The “Other 
Document” upload function 
may be used to upload 
catalogs and any other 
supporting documentation 
for the solicitation. 
 

   
 
Step 5: 
 
Click   
 

 
 

to locate your file. 
 
 

 

 
 

How Do I Upload Solicitation Documents? 

Solicitation Documents 
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Step 6: 
 
Locate your file and click  
 

 
 
 
 
 

 

 
 
 

  

Step 7: 
 
Your File Path and File Name 
will appear in the text field 
beside the browse button. 
 

 

 

 Tip: You may enter an 
Optional Document 
Description. This text will 
appear in the Solicitation 
Documents Description field. 
 
Click 
 

 

 

 

 

 

 

How Do I Upload Solicitation Documents? 
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Step 8: 
 
Your file has been 
uploaded. 
 
A message above the table 
will indicate that Your file 
was uploaded 
successfully.  
 
The Upload Info column 
will now indicate the date 
and time of upload, the 
user name and the file 
name. 
 
Repeat this procedure for 
all documents required for 
the solicitation. 

 

 
 
Continue for a guide to 
creating an Online Price 
Schedule. 
 
 
 
 
 
 
 
 
 

  
 
 

 

 

 

 

 

 

How Do I Upload Solicitation Documents? 



 

Page | 12 
 

Solicitation Response Guide                                     Rev.020712   

  For many Solicitation responses, an online Price Schedule (ex. below) 
will be provided.  You will need to fill this out and submit it online.  
 
For other responses, a Price Schedule in a different format may be 
required and provided. 
 

Step 1: 
 
Click the Fill In Price 
Schedule link. 

  

 

   

Step 2: 
 
The Price Schedule will 
open.  
 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Creating an Online Price Schedule 
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Step 3: 
 
Fill-in the required fields 
of the price schedule. 
 
 
 
 
 
 
 
 
 
 
 
 

 

 
 
 

 Tip: Make sure to 
check the No Bid box for 
those items you don’t 
wish to provide.  Leaving 
the item price blank or 
set to a $0.00 value may 
be interpreted as 
offering the item at no 
cost. 

  
 

 
 
 
 
 

 
Step 4: 
 
When you are finished 
filling-in the Price 
Schedule, both Group 
Totals and Grand Total 
will be calculated and 
displayed. 
 
Click Submit to submit 
the Price Schedule 

 
 
Then click Return to 
Solicitation 

 

 

Creating an Online Price Schedule 
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Step 5: 
 
The Price Schedule is 
now saved. The Status is 
listed as “Completed” in 
the Upload Info field.  
 

 

 

 Tip: If there is 
missing information on 
the Price Schedule, the 
message displayed in the 
Upload Info field will be, 
“Status: Partially 
Completed.” 
 

   
 
Continue for information 
on Submitting your 
Solicitation response. 
 

  

 

 

 

 

 

 

 

Creating an Online Price Schedule 
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With all documents 
completed and 
uploaded and the Price 
Schedule completed, 
the last step is to 
submit your 
Solicitation response. 
 

 

 

Click  
 

 
 
Your Solicitation 
Response is now 
submitted. 
 
You will receive a 
Confirmation Email. 
 

 Tip: If you try to 
submit before 
uploading all of your 
documents, you will 
receive a message to 
“Please Upload All 
Solicitation 
Documents.” 
 

 Tip: You may 
update your 
solicitation response 
until the day and time 
of the solicitation 
closing, after which all 
fields will be locked. 
 
 
 
 
 
 
 

  

 

 

Submitting Your Solicitation Response 

        If you require additional assistance, please call DAS Procurement at: 860-713-5095 


